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Setting up and Changing Queries

JUROR/WITNESS RECONCILIATION USING OLAJPLUS

Setting up and Changing Data Queries
Log into the Data Warehouseldtp://datawarehouse.utah.gov/index.htm Bookmark this address
in your Favorites.

You are at the main menu of OLAJPlus. OLAJ is@reline Accounting Journal that you can use to
set up and run Web Queries to obtain data for 8pgxirposes and perform Warrant Lookups.

Note: To find transactions for:
FY95-FYO06, click onDataWarehouse
FYO07 forward, click onStateDW

3 index - Microsoft Internet Explorer

File Edit View Favoites Tools Help

SHack ~ & - @ [ (i Favorites @iMedia 3| G- o ]~ H [ &

Address [ htpydate govfindexhim

Coogle- | ||[Clsearch ~ | % Shedrblocked | % Check = X Autolink > | Auiar| B optior

Select one

New StateDW Data Warehouse
Fiscal Year 2007

Data Warehouse | | | aiguksluii — < e
Providing fiscal leadership and quality financial systems processes and
nfamatin

Or the Old DataWarehouse

Fiscal Year 1995-2006
Division of Finance - DataWarehouse [
EEE e
By — = z

] hiip idatawarehouse utah gavindexe him =

To run queries for FYQ7 forward, click &@tateDW to obtain current information.

You are at the main menu of the Data Warehous&k Gh theWeb Queriesbutton. Then, click on
Online Accounting Journal.

2 StateDW - DAS/Finance FINET Data Warehouse - Microsoft Internet Explorer

Fie Edit View Favoites Tools Helg

wBack » = - @ 4] | QSearch LFavorites Piedia 3|5\ 5wl - 5 0 4

Address [&) htoidatawarehouse. utah. govinew_finetindex him

Gougle~| 1/IG Search - |57 47 blocked | % Check ~ X Autolink = || frd Optial

Data Warehouse PUTTECIONT
Providing fiscal leadership and u
informaion

ality financial systsms processes and

WEB QUERIES Online Accounting Journal
LeborPius

endor aime Lookp
'FINANCE HOME

WEETAUERIESY

Quick easy way to lookup data. You can also export the
data to your favorite spreadsheet.

[> OLAJPIus - Online Accounting Journal Web Query

[> LaborPlus - Labor Detail Web Query.

[> Vendor Name Lookup




Setting up and Changing Queries

To set up a Web Query to perform Juror/Witness recaciliation:

1. In the top section (blue) of the form:

In the red box, enter théscal Yearyou are working in;

Transaction ID drop-down box, chooskike and enter GAX0207(1 for jurors or 5 for
witnesses)(Your Location Code)¥;

= Fiscal Month - you can choose a specific month or you can rujuery for several
months. ChoosBetweenfrom the Fiscal Month drop-down box to run mukighonths.

Enter the fiscal months to reconcile for severahths, i.e., 08 and 09 or enter one month,
i.e.,

= Account Typedrop-down box, choos#2-Expenditures/Expenses

2. In the bottom section (yellow) of the form chefkate of Record Dollar Amount, Fiscal
Year-Month, Line Description, Transaction ID, Vendor Code and Vendor Name
Uncheck anything else that is checked by default.

3. Click theRun Query Button.

Da

FYI: Upon exiting
OLAJPIus, all the
changes you have made
will be saved. You will
need to modify the
query, i.e., Fiscal Month
to reconcile or to switch

Optional: Select the fields you want to be displayed  (W0TE The fower the falds selected, the faster it vuns)

™ Acceptance Date ™ Account Type ™ Activity ™ Appropriation it bEtWeen ]UfOf (1) and
™ Bank Account Code ™ Balance Sheet Account ™ Budget Year-Month ™ Budget Fiscal Year 1 ( )

¥ Date of Record ™ Department ™ Department/TTnit ¥ Dollar Amount Wltness 5 payments
™ DRICR ™ Fiscal Month ™ Fiscal Quarter ™ Fiscal Year

¥ Fiscal Year-Month ™ Function ™ Fund ™ Internal Department

™ Irternal Fund ¥ Line Description ™ Line Mumber ™ Major Program

I Object ™ Phase ™ Program ™ Eeference Tran ID

™ Revenue Source ¥ Transaction ID ¥ Wendor Code ¥ Wendor Name

For Input Fields - =Eerqured I = Partial value allowed I =Mlust match exactly

IGAX = General Accounting Expenditure, 020 = Couiigency Number, 7 = Fiscal Year, 1 = Juror Code, 5
Witness Code; Location Code = Specific to couraitam (See prefix numbers located in the recorimiia
procedures section of these instructions), % =dkeof the transaction number associated withyenpat.



Setting up and Changing Queries

You will get the data requested.

4, If you want to export the data, click on teport button at the bottom of the screen.

W_J StateDW. Bs]|

[$18.50(200701  |[Turor fee - State vs. Robert Sanders 041501561 - 07/10/2006 [G4302071510000001 [000TUR.~ |[charles bentley
[ $18.50(200701  |[Turor Fee - State vs. Robert Sanders - 041501561 - 07/10/2006  |GAX02071510000002[000JUR. ooy bergreen
[812 500200701 liuror fre - state ws robert sanders 041501561 - 07/10/2006 lcra3e02071510000003 [00aTTR [snsan holander

201 Statement = select Amount as Tollars', Fiscal Year Period as Fise Tr Mo', Line Description as Line Desc', Tran 1T as Trans I, Vendor Customer as
WVendor Code', Vendor Customer MName as "Vendor Mame' from Accounting Tournal where Fiscal Year = 2007 and TPPER Tran I ke "3A0207151%%
and Account Type ='22" order by Vendor Customer, Tran_ID

X |nclude Headers?

5. Right click on the pop-up blocker and select dimad file.

|é http://efinance.utah.gov/new_finet/downloadrecords.php - Microsoft Internet Explorer M@]ﬁ
File Edit View Favorites Tools Help "
o Back >) |ﬂ @ _:_‘. /:-‘Search | Folders ;‘;n‘:"Favorites 8 2 7 3 L QT 53
Addressi_é hittp: ffefinance utsh gow fnew_finet/downloadrecords.php ‘:] Go pdf-| [«| B Go @0 BPOF
§>‘ 24 To help protect your security, Internet Explorer blocked this site from downloading files to your computer, Click here for aptions... X
|f% http://efinance.utah.gov/new_finet/downloadrecords.php - Microsoft Internet Explorer M@W‘
File Edit View Favorites Tools Help 4

ik D - ¥ B @ Osearch [ Folders SeFavaries 8@ 2~ S FLJE § B
Address|@ hitp: /fefinance utah.gov/new_finet/downloadrecords.php ‘:] Go  pdf - [v] BYGo D0 HPDF

3 r.
G

e """'Fet Explorer blocked this site from downloading files to your computer, Click here for options... x
Download File. . I
What's the Risk? ]

r Information Bar Help I
| |

6. The data is exported to an Excel spreadsheeindke sure all data fits on the page,
chooseFile = Page Setup

p:ffefinance.utah.goy/new finet/olaj/downloads/651002391 {.c...

) File Edit Wiew Insert Format Tools Data GoTo Favortes Help
HBack v = ~ @ ]ﬂ o | ‘D Search [FFavorites  EfMedia Q','§| ﬁ BrSE=HEH "
! Address [&) hip:jrefinance utah govinew_finetiolaj/downloads/6510023317.csv || @ Go | Links >
3 Gﬂug]evl j| |Clsearch |52 1247 blacked | %% Check » >
01 ¥ & Trans ID
A& [ B ] & | B (50 [ [ [ =
| 1 |Dallars  Fisc Yt Meline Desc [Trans ID_vendor Coendor Name | —
el 2| $18.50 200701 Juror fee - State vs. Robert | GAXI2071000JUR charles bentley -
- 3| %1850 200701 Juror Fee - State vs. Robert GAXI2071000JUR  boyd bergreen
| 4 | $1850 200701 juror fee - state ws robert  |GAXDZ071000JUR  susan bolander
| 5 | $18.50 200701 juror fee - state ws. robert  GAXD2071 000JUR. marlene boweutt
| 6 | $18.50 | 200701 juror fee - state vs. robert  |GAXD2071/000JUR  baverly brewer
| 7 | $18.50 | 200701 juror fee - state vs. robert |GAXD2071000JUR  erinae w christiansen
| 8 | $18.50 | 200701 jurorfee - state vs. robert  |GAXD2071000JUR  karen crabtree
| 9 | $18.50 | 200701 juror fee - state vs. robert  |GAXD2071000JUR  karen frank
| 10| $18.50 | 200701 juror fee - state vs. robert  |GARD2071 000JUR  john hardin
11 $18.50 200701 juror fee - state ws. robert  |GARDZ071000JUR  Josephine jonas x
4 4 » #[6510023917 r|JJ

4
l_l_l_!U_nknqwn.Z'onB" s

d

3



Setting up and Changing Queries

7. From Page Setup, click d&andscapethen clickOK.

Page Setup

Page |Margins I Header|Foater I Shest I

Origntation Print
N Prink. .. |
" Partrait
Options. .. |

i adjustko: 100 % normal size

 Fit ta: Il E‘ page(s) wide by |1 E‘ kall

Paper size:

ILetter ;I
E

Print quality: |6DD dpi

Auto

|
|
|
|
|
|
|
|
| Scaling
|
|
|
|
|
|
|
|

First page number:

Carcel_|

8. Click on the space between Column A and Row Higblight the entire spreadsheet. Choose
Format = Column = AutoFit Selection

| & hitp://efinance. utah goviolglplusidownloads/1681772101.csv - Microsoft Internet... =15

E| File Edit View Insert | Format Tools

Data GoTo Favorites Help

Address &) htpfefinance. Calls.. Chrl+1 |1EI'I = j PGo | Lirks *
Al - 3 Row L
i
Date of Re Document D~ Sheet 3
20050222 LOD311-24 Hide
1N 20050022 Loo3124 | AuteFomat. Unhide
5 20050222 LOD311-24 Conditional Formatting ——— E
20050222 LOD311-24 Style tandare Width...
- | 20050222 LON311-24  FTEETAMEDE PYIETONNOR DELOY HALL
20050222 LODI11-24  $18.50 200508 PVIZ0571I000JUR  KIMBERLY MADLOCK
9. Choose a cell anywhere inside the data. Chbase= Sort.
24 hitp:ffefinance. utah.gov/olglplus/downloads/1 681772101 csv - Microsoft Internet.. [Ml[=1 [

File Edit ‘view
Address Ifc;'] hitp:fefinance utah.goviolglplus,

Insert  Format Toals

ES - A P020571040001¢
A [ B ¢ ]

_1 |Date of Recard Document Desc Dollars |F
2| 20050222 LO0311-24401  §18.50
3| 20050222 LO0311-24417  §18.50
4 20050222 LO0311-24400  §18.50
5| 20050222 LO0311-24418  $18.50
B | 20050222 LO0311-24405 | $18.50
| 20050222 LO0311-24410 | $18.50
8 20050222 LO0311-24403  $18.50
8] 20050222 Lo0311-24411 §18.80
0] 20050222 Lo0311-24406 | $15.50
1 20050222 Lo0311-24412  §18.80
2] 20050222 Lo0311-24402 | $18.80
3] 20050222 Lo0311-24413  §18.80
4 20050222 Lo0311-24407

Data GoTo Favorites Help

Filter
Form...
Subtatals...
Walidation...

-] @Go | Links >

| G \
Wendor Name
ANALISA ANDERSON-NOEL

-

Table...

Textto Columns..
Consolidate
Group and Cutline

EILEEM THOMAS
CHRISTINA MACELWEE
BOMITA WY SE

DELOY HALL
HKIMBERLY MADLOCK
ANGELA CROFT

FivotTakle and PivotChar Report..
Import External Data.
List

LAURA NUNGEZSER
JAMES HUBBELL
ANGELICA ORNELAS
BRYAN COOK

Eefresh Dats

$18.50  —Zoomoo Fvoeoor tosooo e oooaor - TINA HULSE

JOHM ZIBEBERNSEN




Setting up and Changing Queries

10 From the “Sort by” drop-down box choosean ID. The Ascending button is marked by
default. ClickOK.

= !EI
f Inser A iatm, GoTo |
Address Icéj bt/ fefinance utah gowiolglplusidownloads/ 1681772101 cav ;! & Go | Links ”i
A2 x A 20050222
A [ B [ c T b T E [ ) =
Date of Record Document Desc Dollars (FY Yr Mo Tran D “endor Code Yendor Narne —

20050222 LOO311-24401  §18:50 200508 PYO2057104000154 ODOJUR ANALIZA ANDERSOMN-NOEL
20050222 LOD3T1-24417  $18.50 200505 PYO2057104000170 O00JUR EILEEN THOMAS
20060222 LOO3T1-24408  $18.50 200808 FWO2057104000162 DOOJUR CHRISTINA MACELWEE
20050227 LOD311-24418  §1850 200508 PYD2057104000171 DODJUR BONITA WYSE

20050222 LO0D311-24405  $16.50 200508 PYO2057104000168 000JUR DELOY HALL

20050222 LOO311-24410  $18:50 200508 P02 Felelag 7] x]lLock

1
2]
=R
4
5|
6|
7|
8| 20050222 LOO311-24403  $18.50 200508 PVO2 I
T8 | 20050222 LOOATH-24491  $1EI50 200508 Pyoa Sortby SER
A0| 20080222 LOO3T-24406  $18:50 200508 PYO2 v ¥ scending L
A1) 20080222 LOO311-24412  $1B50 200508 PYO2 (" Descending ELAS
2| 20050222 LOO311-24402  $18.50 200508 PYO2 Thenby
3| 0050202 LOO311 24413 $1880 200508 PVIZ [ <] ¥ Ascendng BEN
4| 20050222 LOD3{1-24407  §18.50 200508 PYO2  Descending
5| 20050222 LODST1-24414  $1850 200508 PYO2 1heqby
JB| 20050222 LODA11-24404  $1B50 200508 PYO2 =] @ Ascendng =
7| 20050222 LOO311-24415  $1B50 200508 PWO2 ~ Descending CIPHER
JB| 0050203 LODST(-24408. $1BE0 00SOBENDD
13 20080222 LOD311-24416  §16.50 200505 PvO2 M
20 =\ = Header row ™ Hoheader row

Cptions..,, I QK I iZancel

11. Choosd-ile = Print. FYI: You may want to type or write the month on the apsheet in
case you need to refer to it later.

flefinance.utah

violglplusidownloads/1681772
Edit ‘“iew Inset Fommat Tools Data GoTo  Favorites  Help

MNewr ¥ hov/olglplus/downloads/ 1681772101 csv

3 Open. Ct+0  he7 104000161

= Save As... ¢ | D | E I F G =

: Page Setp... c Dollars | FY Y Wo Tran 1D “endor Code Vendor Mame —|
- — $18.50 | 200508 P\V02057104000154 000JUR ANALISA ANDERSON-NOEL
[Pl LAreE FI8E0 | 200508 PYO2057 104000155 DOOJUR BRYAN COOK

$18.50 | 200508 PYvO2057 104000156 OOOJUR ANGELA CROFT

3
"! Send $18.50 200503 PvO2057104000157 OOOJUR ANGELA FRANCIS
Impart and Expor... $18.50 200503 PvO2057104000158 OOOJUR DELOY HALL
o $18.50 | 200508 PvO2057104000152 OOOJUR JAMES HUBBELL
5 Properties $18.50 | 200508 PvVO2057 104000160 O00JUR TINA HULSE

itk Offline $18.50 20050302057 104000161 I000JUR DY JONES

I $18.50 200508 PvO2057 104000162 DOOJUR CHRISTINA MACELWEE
Close $18.50 | 200508 PYO2057 104000163 OOOJUR KIMBERLY MADLOCHK

12 20080222 LOO311-24411 | §18.60 | 200508 PVO2057 104000164 000JUR LAURA NUNGESSER

13 20050222 LOO31-24412 | $18.50 | 200508 PVD2057 104000165 000JUR ANGELICA ORMELAS

14 20050222 LOOF1-24413 | $18.80 | 200508 PO2057 104000166 |OOOJUR JOHMN SIBBERNSEN




Setting up and Changing Queries

12. Close the spreadshedtile = Close or click on thex in the upper-right corner. Choose
“No” when asked if you want to save the spreadsheet.

Efit W Insert a1 [iata, GoTo 25 Help [
Address |@'| hitp:/fefinance. utah.goviolglplus/downl oads/1 681772101 cav L! & Go | Links ».
A | B L ¢ | Db | E | F G |
1 |Date of Record \Document Desc Dollars FY Yt Mo Tran ID “endor Code {Wendar Name
2 20050222/L00311-24401  §18.50 200808 PO2057 104000154 |000JUR ANALISA ANDERSON-NOEL

20050222 LO0311-24402 1850 200508 PYO2057 104000155 OO0JUR BRYAN COOK
20050222 LO0O311-24403  $18.50 200508 PWO2057 104000156 O00JUR ANGELA CROFT
20050222 L0O0311-24404 18,50 200508 PVO2057 104000157 000JUR ANGELA FRANCIS |
20050222'L00311-24405  $18.50 200508 PO2057 104000158 DO0JUR DELOY HALL

20050222 L00311-24408 1850 200508 PYO2057 104000159 000JUR JAMES HUBBELL
20050222 LO0311-24407  $1850 200508 PVO2057 104000160 |000JUR TINA HULSE

20050222 L00311-24408  $18.50 200508 PYO2057 104000161 DOOJUR JUDY JOMES

20050222 LO0311-24409 1850 200508 PYO2057 104000162 000JUR CHRISTINA MACELWEE

e LY MADLOCK
http:#fefinance utah gov/olglplus/downloads/1681 772101 cs¥ MUNGESSER

. ICA ORNELAS
This document has been modified: Do you want to save changes? [EBERNSEN
MES: Sawves yourchanges suctllil
Mo . Discards your changes o JUNECIRHER
. 2 : EVWANSON
Cancel:  Keeps this document open THOMAS ]
WYSE

Yes MNa Cancel

13. Click on theReturn to Menu button. This will take you back to the Main Mesmyou can
modify the query.
201 Statement = select Amount as Dollars', Fiscal Year Period as Fise Tr Mo, LineDescription as 'Line Dese’, Tran_ ID as "Trans ID', Vendor Customer as
Vendor Code', Vendor Customer MName as Vendor Mame' from Accounting Tournal where Fizcal Year = '2007" and TTPPEETran T like 'GAX0207151%0%
and Account Type ='22" order by Vendor Customer, Tran_ID

X |nclude Headers?

\—)



Find a Payment Transaction

Find a Payment Transaction
To find a juror/witness, remove the Transactiomibnber and the Fiscal Month. Enter the name of

the Juror or Witness you are looking for in the f@enName box.The spelling must be exactly in
the form it was entered by the payment clerk or youwill not get any information back. You
may want to reference the jury list or the subpoendo obtain the correct spelling You could
choose to enter in the first name only and get mbmr of entries relating to a number of

juror/witness payments statewide.

Example: Enter the Juror/Witness name.

BOYD BERGREEMN
g OO0]

1)

Click Run Query. You will receive the requested information.

Data Warehouse o

|¢518.509[200701  |[Turor Fee - State vs. Robert Sanders - 041501561 - 07/10/2006 |4D10074000005310 [000TUR. [boyd bergreen
| $18.50[200701  |[Juror Fer - State vs. Robert Sanders - 041501561 - 07/10/2006 |AD10074000005310 [000TUR. [boyd bergreen
| $1850[200701  [Juror Fee - State vs. Robert Sanders - 041501561 - U7/10/2006]|GAX02071510000002 [000TUR. |boyd bergreen




Lost or Mutilated Juror/Witness Payments

Search GAX Transactions by User ID
When you cannot locate a payment, there is poigithie payment clerk entered the wrong
prefix code, typed the vendor’'s name incorrectlsgte a GAX number on the juror
list/subpoena, or typed the name using a diffefeage” making it difficult to find the payment.
1. Go tohttps://finet.utah.gov. Enter your user name and password. Press Hifitgou
don’t use FINET often, you may need to call the EINHelp Desk (801) 538-9690 to
request your password be reset:

4 Welcome to AMS Advantage: LOGIN - Microsoft Internet Explorer

File Edit Yiew Faworites Tools Help L
e Back - () |ﬂ @ :_h /'-7] Search *-i\f Favorites {‘} Euf el _\; = I_J ﬁ
Address }@ hittps: /finet.utah.gov/webapp/FINPROD/ Advantage v | co | pdf-| b Go (50 % PoF

- Y - eadl VH-.Searth e - & [+ @ anti-Spy @ | A Uporade your Toolar Now = GIMail 9 Shopping < *

T SO e Sre of U Pnancial Advamage

User Name : |healherm
Password: sssssses|

Login || Reset |




Lost or Mutilated Juror/Witnhess Vendor Payments

2. Click on Searck» Document Catalog. Next, enter:
Code: GAX
Dept: 020
ID:  91*(enter the year and payment type (1 foofuwr 5 for witness) and an asterisk *)
Click on Browse or press the Enter key.

4 https:/ifinet.utah.gov - AMS Advantage - Microsoft Internet Explorer

Document Catalog

Create

L
Identifier
{Cnde iGAX Umt'j ‘

Dept. [020 ID: ot

~wlser

Create User D : .Ued‘ Craate Date : ‘

- bDocument State

Browse Clear

Action Meni

Open Validate Submit Cop:

Code | Dept. | Unit | ID | Comments | Version | Function | Phase | Status | Date | User ID | Amount | Active

First Praw Mest Last
Menu

2 & Internet

f & 3 Hovell Grou,., v | 2l Using OLAI to ..

| 3 AMS Advantage.., R hittns 1 /finetuta...

This display lists all payments entered by the Uskthere are more payments than the OLAJPlus
guery for the same time period, chances are a patypnecessing error was made or the supporting
documentation is not complete.

All the GAX payments issued by the User will digplé&Examine the numerical sequence of the
GAX numbers to determine if there is a gap. Th@idates that the payment was not processed or
an incorrect Prefix Number was entered.

Next, examine the GAX numbers to identify any thia issued using a Prefix Number other than
the court’'s number(s). If there are payments withincorrect Prefix Number, click the payment
number and the payee information will be display€dmpare the information to the court’s
supporting documentation to determine if an erraswade and if this is the missing payment.

This search tool can be used to identify paymermtdento a vendor where the name was entered in
FINET differently than what is listed on the jut@t/subpoena, including letter “case type.”

Document the results of this search.



Lost or Mutilated Juror/Witness Payments

Lost or Mutilated Juror/Witness Payments

If a juror/witness reports that a FINET vendor paymhas been lost or mutilated, the juror/witness
needs to fill out the “Lost Check Replacement Foand fax/mail it to the Division of Finance —
Disbursement Section. The Lost Check Replacemam ks available in the Appendix/Forms
section of the Utah State Courts Accounting Manual.

First, you need to find the check number for thgnpent.

1. Either obtain the GAX number for the paymentrirthe payment clerk or perform a FIND
qguery in OLAJPIlus. You will want to verify thatp@yment has been made and that the
check has not cleared before taking steps to hawther check cut(For example
purposes, we will use the GAX number from the prewus section. Boyd Bergreen,
GAX02071510000002.)

2. Go tohttps://ffinet.utah.gov. Enter your user name and password. Press Enter.

ZWelcome to AMS ADVANTAGE: LOGIN - Microsoft Internet Explorer [_[&]x]

File Edit View Favorites Tools Help

sBack - = - @ [2] At| QSearch GiFavoites @Media 3| By 5wl - 5 [
by

~ | Bhearblocked | %% Check ~ '\ Auclink ~ ] Auar PdOptions &

3. Click on Searck» Document Catalog. Next, enter:
Code: GAX
Dept: 020
ID:  71(Location Code)%
Click on Browse or press the Enter key.

A AMS ADVANTAGE - Microsoft Internet Explorer
N - I NEThe seate of Utah Financi ipnn Gy (Boa e

MES rocuremert  Fix = Inventory  Internal Transactio

% » Message Center DOcument catalog
« Search
Page Search Creste
% Document Catalog éh
Report Search
wDocument Identifier
pkavoritcs code : [GAX unit: |

» Administration

Deat.: [020 ID:[7151%

r bUser Informati ]

r bDocument State ]

10



Lost or Mutilated Juror/Witnhess Vendor Payments

Locate the GAX number. Click on Nexr Lastto move through the payments. Click on the
underlined ID number.

Home Personalize  Dats

Help  Acg

B P les Inventory  Internal Tra
Production Financial
r M Cent
cesnge Lenter Document Catalog
~ Search
Page Search Create
Document Catalog 1Y
Report Sesrch
» History D Identifier
DAL coe : [GAX unit: |

+ Administration

Dept.: j020 1D [F151%

- bUser Information ]

- BD State ,

Browse Clear

| Action Ment

Open Yalidate Submit Copy

Gex 020 715100000m Nn/ Here's the payment

r
I sax o020 71510000002 Mo I k- f

T oax 02 71510000003 Mo We are OO Ing Or

I Gax o020 71510000004 Mo 1 Mewy Final Submitted  T/20/06  diannem 15.50 true
I Gax o020 71510000005 Mo 1 Mewy Final Submitted  TA20006  diannem 1850 true
I Gax o020 71510000006 Mo 1 Meww Final Submitted 720006 diannem 18.50 true
I sax o020 71510000007 Mo 1 Mewr Final Submitted  7/20/06  diannem 15.50 true
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Lost or Mutilated Juror/Witnhess Vendor Payments
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Lost or Mutilated Juror/Witnhess Vendor Payments

A copy of the check can be requested through GraspWEnter “Check Copy” in the To: box. In
the Message box, request the check number youaneeply of.

Mail To: Check Copy H[=1F3
File Edit Yiew Actions Tools Window Help
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If the check has been cashed, you will receivepy ©b the check as an attachment. Double-click
on the attachment to open and print a copy of kieek.



Reconciliation Procedures

JUROR PAYMENT RECONCILIATION PROCEDURES

1. Request the prior month’s file folders containirige juror lists supportingjuror payments
maintained by the Juror/Witness Payment Entry Q&rk

2. On the last day of the following month,print the OLAJPIus Datasheet listing all the prior
month’s juror paymentsAll the prior month juror payments should have beenprocessed by
the end of the following month and included in theOLAJPIus Query. The information on
the reports should be chronological within the rhont

3. Based on the number of payments, reconcile 100% sampleof the total juror payments.
Follow the sample selection method mage 16 based on the total number of juror payments for
the month.

For each juror payment selected for reconciliatford the name on the juror list and trace to the
corresponding entry on the monthly Juror Paymem@Rlus Datasheet.

Match the Document number (GAX02091...) writtentbe@ summons or juror list to the
TRANSACTION ID number on the Datasheet. Make nuteny TRANSACTION ID
or Document numbers found to be missing or oubokecutive order.

Next, compare the information on the juror listttee corresponding payment on the
Datasheet to determine if the amount of the paynsenbrrect. Consider whether the
payment was for the first attendance and/or sulesggiay(s) of attendance.

Consider if mileage was paid. Determine if the eage payment was calculated
correctly.

Match the juror's name on the juror list to the deriProvider Name listed on the
Datasheet.

Match the Invoice number written next to the jusoriame on the juror list to the
Document Description Number listed on the Datasheet

For Juror Payments the Document Description number, the court carreaefee the case
number, the individual juror number, month/yeargididistrictcode, etc.

Examine the Datasheet to determine that each yasrpaid only one payment for each
day of service.

Document any payments listed on the Datasheetatigahot supported by a name on a
juror list on file.

At the end of the Datasheet, document any juror@mne on a list without a
corresponding payment. Bring this to the superssattention.

Enter a number from the legend below in the Reddtikimn for each juror payment
transaction reconciled on the Datasheet. Bringrgror irregularities to a supervisor’'s
attention.

Document the steps taken to resolve the problemstifced; i.e., training, contacting
AOC Finance for assistance; request for audit, etc.
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Reconciliation Procedures

* Upon completion of the juror payment’s monthly necdiation, the reconciler must date
and sign the bottom of the Datasheet.

* Maintain a file of the reconciled Juror Payment &&p by month for AOC Finance and
audit purposes.

JUROR PAYMENT RECONCILIATION RESULTS (LEGEND)
For each payment, write the applicable numberafshe results column on the datasheet:

Payment correct and supported by juror list.

Payment for appearance appears to be calculatedéaty.
Payment for mileage appears to be calculated iacthyr

Juror was paid morian one payment for one day of service.

a s wbdh e

Invoice number on the juror list does not match Breeument Description number on the
OLAJPIus datasheet.

6. Payment listed on the datasheet is not supportedjinor list. This could indicate:

e The juror should not have been paid; or

e A juror payment from another court is listed on BeAJPlus datasheet because the
incorrect 2-digit prefix number was entered by gayment clerk. (The GAX number
and the document description would not match tltpiesece on the datasheet. If the
document description provides enough informationditermine that the payment
belongs to another court, notify the court so thetords reference the correct GAX
number.) Bring this discovery to the attentioracfupervisor.

7. Document any juror on a list where a correspongiaygment is not on the datasheet. This could
indicate:

e The juror has not been paid; or

e The payment clerk entered another court's 2-diggfip number and it is on another
court’'s OLAJPIlus datasheet.

» To determine if the juror was paid but another teyrefix was used:

Log into OLAJPIlus through the internet: In the den Name box, enter the juror’s
name. Go to page 7 for instructions on retriexand performing this query.

If the payment was made, but the incorrect 2-digéfix number was entered, the
payment information will be displayed. Notify theurt so their records reference the
GAX number where the payment was charged. Brirtgeattention of a supervisor.

% The Results Legend may not be all inclusive.
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Sample Selection

WITNESS PAYMENT RECONCILIATION PROCEDURES

1.

2.

Request the prior month’s file folder containimgtness subpoenas supportingitness
payments maintained by the Juror/Witness Paymetny Exterk(s).

Optionally, the reconciler may use a copy of a lldog of payments, if the log has been
locally verified and signed.

On the last day of the following month,print the OLAJPlus Datasheet listing all the prior
month’s witness paymentsAll the prior month witness payments should have ben
processed by the end of the following month and iheded in the OLAJPIlus Query. The
information on the Datasheet should be chronoldgiithin the month.

Based on the number of payments, reconcile 100&sampleof the total withess payments.
Follow the sample selection method page 16 based on the total number of witness
payments for the month.

For each witness payment selected for reconcihatiace each subpoena on file to the
corresponding entry on the monthly Witness Paymegmdrts.

 Match the Document number (GAX02095........ ) wrntten the subpoena to the
TRANSACTION ID on the Datasheet. Make note of duoeat numbers or
TRANSACTION ID numbers found to be missing or ofitonsecutive order.

* Next, compare the information on the subpoenaeaoctirresponding payment on the
Datasheet to determine if the amount of the paynsecrrect. Consider whether the
payment was for the first attendance and/or sulesggiay(s) of attendance.

» Consider if mileage was paid. Determine if theemge payment was calculated
correctly.

* Determine if the subpoena was signed by the atyoméhorizing the payment
(certified).

* Match the witness’s name listed on the subpoenhetd/endor/Provider Name listed
on the Datasheet for agreement.

* Match the Invoice number written on the subpoendaht® Document Description
number (month/year/4digits/districtcode) listedtba OLAJPIlus reports.

* Examine the Datasheet to determine that each wgitwas paid one payment only for
each day of service.

* Document any payments listed on the Datasheettikatot supported by a subpoena
on file.

» At the end of the Datasheet, document any subpamnéike without a corresponding
payment listed on the Datasheet. Bring this tostifgervisor’s attention.

» Enter a number from the legend below in the Regtitsimn for each juror payment
transaction reconciled on the Datasheet. Bringorgrror irregularities to a
supervisor’s attention.

* Document the steps taken to resolve the probleetttifted; i.e., training, contacting
AOC Finance for assistance; request for audit, etc.

* Upon completion of the withess payment monthly nedation, date and sign the
bottom of the Datasheet to indicate the date ang@la@me reconciling witness
payments.
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Sample Selection

* Maintain a file of the reconciled Witness Paymergp®&ts by month for AOC
Finance and audit purposes.

WITNESS PAYMENT RECONCILIATION RESULTS (LEGEND)
For each payment, write the applicable numb&ifsthe Results Column on the datasheet:

o0 ks wNPRE

Payment is Correct and Supported by Witness Sulapoen
Payment for appearance appears to be calculatedéaty.
Payment for mileage appears to be calculated iacthyr

Witness was paid motéan one payment for one day of service.
Subpoena is not signed by attorney (certified fyrpent).

Invoice number on the Witness Subpoena does nothmiie document description
number on the OLAJPIlus Datasheet.

Payment listed on the Datasheet is not supported Witness Subpoena. This could
indicate:

e The witness should not have been paid,;

e A witness payment from another court is listed lo@ OLAJPlus Datasheet because
the incorrect 2-digit prefix number was entered ebypayment clerk. (The GAX
number and the Document Description would not matoh sequence on the
Datasheet. If the Document Description providesugh information to determine
that the payment belongs to another court, notié/dourt so their records reference
the correct GAX number.) Bring to the AttentionaoSupervisor.

Document any witness subpoena(s) where a corresgpnhyment is not on the
Datasheet. This could indicate:

e The witness has not been paid;

e The payment clerk entered another court’s 2-digifip number and it is on another
court’'s OLAJPlus Datasheet. Bring to the Attentora Supervisor.

» To determine if the witness was paid but anotherttoprefix was used:

Log into OLAJPIus through the internet: In the den Name box, enter the
juror's name. Go to page 7 for instructions orrieging and performing this

query.

If the payment was made, but the incorrect 2-gigefix number was entered, the
payment information will be displayed. Notify theourt so their records
reference the GAX number where the payment wasgeldar Bring to the

attention of a supervisor.

® The Results Legend may not be all-inclusive.
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Sample Selection

Sample Selection
Judgmental Sample Selectioh

Judgment sample selection is based on sound arsbreh judgment. Three basic issues
determine which items are selected:

1. Value of items. A sufficient number of high-dollar items shouldd included to provide
adequate coverage. Example: Include paymentdcéinas _greater tha$18.50 and
$49.50.

2. Reativerisk. Items prone to error due to their nature shdddjiven special attention.
Examples include complex transactions such as patgmecluding juror or witness fees
for several days of service plus mileage.

3. Representativeness. Besides value and risk considerations, the sasipbuld provide a
breadth of coverage over all types of transactiorise population.

Consideration: When a voided check is included in the samplshould be replaced with a
new item. A voided check will appear on the OLAKDatasheet as a credit amount. A credit
amount is displayed as a negative number or a numiti@n brackets. For example, a negative
$18.50 is displayed on the OLAJPIlus Datasheet 8668%or ($18.50).

A witness check could be returned because a witrexssves a duplicate payment or a law
enforcement officer was on duty when serving astaess. AOC Finance forwards these checks
to State Finance to be voided. A juror or witnelssck for a state court employee on court leave
should be sent to the AOC Finance Department. &loascks are credited to the employee’s
Unit for personnel service.

Select the sample based on the total number of @atgmn a month by payment type (juror or
witness). Select the sample of payments to re®besed on the following table:

Line No. Column 1 Column 2
Total Number of Reconciliation
Juror or Witness Sample Size
Payments in Monti?

1 2-60 50% * # of payments = between 1 and 30 ey
2 61-99 40% * # of payments = between 24 and 40neats
3 100-199 30% * # of payments = between 30 andag®nents
4 200-299 20% * # of payments = between 40 andag®nents
5 300-499 15% * # of payments = between 45 anpag®nents
6 500-799 10% * # of payments = between 50 anda8Ongnts

* This is not a statistical sample.
® How to find the number of payments:
1-The number of payment records is displayetiénbottom left-hand corner of the OLAJPIus Ingigcyeen after
a Query is performed.
2-0r, a column can be added to the left of theelESpreadsheet and each row (payment) can beerethb

18



Sample Selection

PAYMENT CLERK : UNDELIVERABLE JUROR/WITNESS PAYMENTS

The check is returned to the State Capitol, thahteeAOC Finance. AOC Finance records all
pertinent information from the check in a spreadshtigen sends the check to the payment clerk
that processed the payment. Undeliverable jurtmégis checks are recorded on the daily mail
log (Refer to Mail Payments, Policy). If the juiwitness check cannot be mailed to a current
address, then the check should be listed on anlivadsble Juror/Witness Payment Log.

The payment clerk should maintain a log localhabbithecks returned by the AOC Finance
Department. An example of the Undeliverable Jiwiriess Payment Log is included on page
17. If the payment clerk obtains a new addresssands the check a second time, they need to
contact AOC Finance (578-3886), so the spreadsia@etbe updated.

If the payment clerk cannot locate a new addrésscheck should be secured until 1 year past
the issue date at which time the clerk should shirea¢theck. State Finance automatically stale
dates the checks after 1 year and sends the infimmta the Division of Unclaimed Property.
The court does not have to process anything folaimed checks. (See Appendix B Flow
Chart)

1. Record any Juror/Witness Check returned to thet@muundeliverable on the Undeliverable
Juror/Witness Payment Log when the check cannotmbéed to a new address. The
payment clerk and a witness will ensure the follggvinformation is written on the log:

* The date returned undeliverable to the court;

» The payee’s name (juror or witness);

* The check number;

* The date the check was issued;

* The amount of the check;

* The date the check was re-sent to the juror/witness

* The date destroyed by shredding;

* The new address of payer if re-sent;

* The initials of the clerk that re-sent or destroteel check;
* The name of the clerk preparing log;

* The name of the clerk witnessing the preparatiohefog.

2. Keep the log on file for verification purposes.

3. The undeliverable Juror/Witness checks should bared in a locked device, separate from
other cash funds, until the check(s) is re-semitéorecipient or destroyed after one year. All
checks/warrants issued for juror or witness paysan¢ automatically stale dated after one
year and are sent to the Division of Unclaimed Brpby State FinanceThe clerk should
shred all juror/witness checks over 1 year old aoté the date shred on the Undeliverable
Juror/Witness Payment Log.

4. The undelivered checks and the log need to beiegrimonthly by the Juror/Witness
Payment Reconciler. The verification should befgrared in the presence of the clerk
serving as custodian over the undeliverable juritmégs checks.
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Sample Selection

RECONCILIATION : VERIFY UNDELIVERABLE JUROR/WITNESS PAYMENTS
M ONTHLY

1. Monthly, request the log of undeliverable jurorfvass payment checks from the
Juror/Witness Payment Clerk. Make a copy of tlgettodocument the verification.

2. In the Juror/Witness Payment Clerk’s presence, Im#ie checks listed on the log to the
actual checks secured in the clerk’s locked devibetermine that all checks in the locked
device are listed on the log as not being re-sedestroyed. After one year from the issue
date, the checks should be shred.

3. Make a check mark next to each check listed onafpeo evidence that it was accounted for
during the verification.

4. Document any errors or irregularities and bringrhe a supervisor’s attention. Document
the steps taken to resolve the problems identified; training, contacting AOC Finance for
assistance, request for audit, etc.

5. Upon completion of the monthly verification, datedasign the bottom of the log.

6. Keep the verified copies of the log in a separidgefdr management and audit purposes.
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Undeliverable Payments

UNDELIVERABLE JUROR/WITNESS PAYMENT LOG

DATE
CHECK
RETURNED

Payee’s Name

Check
Number

Date
Check
Issued

Check
Amount

Date Check
Re-Sent or
Destroyed

After 1 year

Re-sent to:

By:

TZ

Prepared by:

Witnessed by:




Undeliverable Payments

District Courts

2-Digit Prefix Number Entered in the GAX Number

1% District Prefix # 5th District Prefix #
Box Elder 01 Iron County 50
Rich 03 Washington 51
Cache 04 Beaver 52
2" District Prefix # 6th District Prefix #
Weber 20 Sevier 60
Davis 22 Garfield 62
Bountiful 23 Kane 63
Layton 24 Piute 64
Morgan 25 Sanpete 65
Wayne 66
3rd District Prefix # 7th District Prefix #
Tooele 33 Carbon 70
West Jordan 34 Grand 71
Summit 36 Emery 72
Salt Lake 39 San Juan 73
8th District Prefix #
Uintah 80
4th District Prefix # Roosevelt 82
Utah County 40 Duchesne 83
American Fork 41 Daggett 84
Salem 43
Spanish Fork 44
Juab 45
Millard 46
Wasatch 47
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Undeliverable Payments

Juvenile Courts
2-Digit Prefix Number Entered in the GAX Number

1% Juvenile Prefix # 6th Juvenile Prefix #
Brigham 02 Richfield 61
Logan 05 Manti 67
Kanab 68
2" Juvenile | Prefix #

Farmington 10 7th Juvenile Prefix #
Ogden 11 Castle Dale 75
Davis 12 Monticello 76

Price 77
3rd Juvenile Prefix # Moab 74
Salt Lake 15

West Jordan 16 8th Juvenile Prefix #

Tooele 17 Vernal 81
Summit 18 Duchesne 85
Roosevelt 86

4th Juvenile Prefix #

Spanish Fork 93
Provo 94
Orem 95

Fillmore 96
Heber 97
American Fork 99

5th Juvenile Prefix #

Cedar 53
St. George 54
Beaver 55
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